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MEMORAJIDUM T'0is  All Employees of General Services Office

SUBJECT Administrative Supplics and Equipment

1, A pnrogram is being initiated by the Logistics Office in accordance
with CT4& Notice o, N[:::j:::] to effect greater efficiency and economy
in utilization of administrative supplies and cquipment,

2. All officos have becn askoed to cooperate with the Logistics Office
in the accomplishment of this objective, and, in doing so, to attempt to
reduce the cost of »ifige supplies and equipment per person without handi-
capping in any way the productive effort, It has been requested that the
following points be brought to the attention of all employscs:

a, "Cost consciousness" should bz the uppsrmost thought of all
smplovecs in utilization of supplics and/or equipment,

b, Administrative supplies are for vour use in the performance
of your dutics,

¢, When drawine supnlies ask for only what you nced and use
what you are issuzd, Do not hoard supplics,

d., A desk and office check to roturn excess supplies and
equlpment to supply coanncls will be conducted in the near future,
AlL employees are raquested to cooperate fully with oersonnel
agsignad to this function,

3. All Division Chiefs and supsrvisors in the General Scrvices
Office are directed to noriodically inspzet the practices of employees
under their jurisdiction to assurs that they do not accumulate or store
unnecessary or oxcessive guantitvics of suppliss, The Building Supply
Officers arc responsible for maintaining adequate stock levels of common-
usa items to meoet normal requlirsmonts,

i, Genoral Services Office will cooperate fully in this conscervation
yrocrad and the cooperation of all cmployvess is requasted, -
f , -

Chief, General Scrvices Officg
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